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1. Requesting Agency

2. Division or Bureau of Requesting Agency

DEPARTINT OF EDUCATION DIVISION OF FINANCE AND RESEARCH

3. Authorization Requested (Check only one of the squares below).

A

Dispose of present accumulation. No Establish retention schedule for re- Microfilm

and destroy originals.

additional accumulation is antici- cords for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to have value accumulation. The records will cease to retained for the period of time indicated.
to warrant retention. have value to warrant their retention after :

the period of time indicated.

4,
ltem

No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

1.

2e

GENERAL CORRESPONDERCE

Size of Documentss 8} x 11

Period Covered: 1947 = =

Qaantity: 2 drawers (3 cubie fect)

File Arprangenentt alphabetically by subject or correspondent
Amal Accumlations 6 linear inches

Disposable Zmountt 1 cuble foot

This file contains correspondence with other State and Federal
agencies, counties, mun!:ipalities and individuals concerning the
functions of the Divisiones A large part of the file consists of
correspondonce raelabing to the On-the-Job Training and On-the-Faram
Training prograns adainistersd by tho Department,

RECOM HDATIOHs RUTAIN FOR THRES YEARS AFTER CRSATION OR RICIIPT
- AllD THEN DESTROY.

IHDIVIDUAL CLIZNT'S BUDGETS

Size of Documentst 85" x 11" and §' x O

Period Covered: 1939 ~

Quantity: 8 cubic feect '
File Arrangement: by district and alphabetically ther
Annual Accumlabtion: & cuble foob

Dispoaable Amountt 6 cubic feot

This form is meintained by the Division for every handicapped indie
viduel {client) whom the Department assists in rchabilitating and

apprevad bl

(heonda fommusse

@?’WH&Q

facods

7. Agency, Division or Bureau Representative

-
'Y

Schedule Aufhorized as Indicated in Col. 6 by Hall of

: __Febypary 10, 1955
( = \ Signature Title

‘ Records Commission. Public Works.

Date

Disposal Authorized as Indicated in Col. 6 by Board of

Date Archivist
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4 5. Description of Records 6. Recommendation

LN

Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relote inclusive dates and quantity
(cubsic or linear feet). Show recommended retention period.

of Hall of Records
and Board of Public
Works.

3.

placing in employment. It shows the budget allowance and expendi-
tures for easch client, Included in such expenditwres are artificlal
linbs, hospital and rchabllitation costs, This information also is
showm on the Closed Case Report (Form R~9) which 1a maintained as a
permanent record by the Division of Vocational Rehabilitation (Schee
dule 63, approved by the Board of Public Vorks on Ausust 9, 1954),

The fehabilitation program involves Federal end State funds and
the records are necessary for Federal as well as State audii,

RECOICTNDATION: RETAIN FOR THREE YEARS AFTIR DATZ OF
LAST AUDIT AND THEN DESTROY.

CLOSURE AND

ACCOUNTING RECORDS

Terlod Covered: 1948 =

Quantitys 18 drawers (27 cubic fest)

File Arrengement: chronological

Jnnual Accwzilation: 3 drawers (4} cublc fect)
Disposable Amount: 13 culdie feet

This item includes all standard accounting forms used by all State
agencles as supporting data to the final book of entry. The final
book of entry is to be pretained permanently.

Camptroller of Treasury Forms
Title

Distribution of Charges

Certificate of Deposit

{fornerly MR-2) Monthly Report of State Funds
Collected

Distribution of Unexpended and Obligawd Balances

¥onthly Statement of Balences

Homorandum of Adjustment

Purchasing Burcau, Department of Budget & Procurement

Requisition for Supplies
Purchase Order
Out of Schedule Requisition

Budget Bureau, Department of Budget & Procurement

Formerly BB~l and B3-2

Budget Schedule Amendment Sheet

Report of Fixed Assets (annual)

Report of laterial and Supplies (annual)

Stores Requisition FEB 141,
Boquisition for Equipment (Capital /MW\/
Actualwargmcymdnepairsneport VQ/ R i
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relote inclusive dotes, and quontlty
(cubsic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

4,

BP Inv, 6 Katerlal and Supplies Physical Inventory {annual)
1 thm 11 Budget Fstinates for Fiscal Year

Other Accounting Records |

Bank Stateronts

Bank Deposit Slips
Bank Deposit Roceipts
Check Stubs
Confirming Orders

These records are necessary for audit purposes,

dﬁ COLIGQIMATIONs RETAIN FOR THRED Y2ARS OR UNTIL AUDITID, WHICHEVER
I3 LATER, AND THEN DESTROY.

ACCOUNITING RECORDS FOR YHICH DISPCSAL HAS BN PROVIDED BY A GRVERAL

RC0MS Bat-ivlOl SoDuLs

PAYROLL {Prior to July 1, 1953) The agency copy of this payroll form
is to be rchained for five years or until audited, whichever is
later, erd then destroyed. {General Schedule Ho, G=1, Item 1-d,
approved by the Buard of Publie vorks, Jamuery 13, 1954).

PAYROLL JOURIIAL The agency copy is to bhe reuained for three years
or until audited, whichover is later, and then destroyed. (Generzl
Schedule No., C=2, Item 1-d, gpproved by the Boerd of Public Vorks,
January 11, 195‘:5.

PAYROLL EXCSPTIONS Additions and Sxeeptions -« The Agency copy is to
be relained for three years or until audifed, whichever is later,
and thon destroyed. {Ceneral Schedule Fo, G-, Item 3-b, approved by
the Boaxd of Public Vorks, January 11, 195¢).

PAY WARRANTS The agency copy is to be retalned for three years or
until audited, vhichever is later, and then destroyed. {General
Schedule)l.o. 3, Iten 3, approved by the Boaxrd of Publie Vorks, lMay
10‘ 1954 -

RECEIVING YRRANTS (Comptroller of the Treasury Form) is to be 1o~

destroyed. (Gmeral Schedule Yo, G-4, Iten 3, gpproved by the Board
of Public Vorks on May 10, 1954).

TRANSIITTAL FORM S-1 or EX (Comptroller of the Treasury Form) ia to
be retained for tiree yecars or until audited, whichever is later and

Board of Public Works, May 10, 1954). 1 VT Ok

teined for thres years or until audited, whichever is later, and then

then destroyed. (General Schedule No, 5, It.eq 3,, epproved by the | &




